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15 April 1970

MEMORANIUM FOR THE RECORD

SUBJECT: ORD/DDS&T Conference Room Utllization -
Ames Center Building

“4.  'he attached tabulation of usage of conference rooms s
scheduled by ORD/DDS&T, Ames Center Building has been completed for
the period 1 January through 20 March 1970. The number of confereces
veresus the size of the conference room uaed was not recordeé and so
could not be considered in this analysis of ORD conference room utili-
gotion.

2, It was noted that the Office of Personnel Conference Room
located in Room 002 was utilized 10% of its evalilsble time by ORD &nd
this conference room was used at least once during each of 23 of the
55 workdays of the perlod of time under study.

3, The utilization rates of the six ORD conference rooms indi-
este that improvement can be realized by more effective scheduling; this
sould vesult in a saving of space. Of the totsl of 2,640 conference
room/hours only 1,008 or 38% were used. This is & very low utilization
factor even though of the total of 330 conference roon/dsys covering
the period being enslysed 279 or 85% were encumbered at least once
during each mem]day.

¢ of Hours 4 of Days

Utildzed Utilized
1 Room 607 39 8s
2 Room 517 k3 98
' 3 Room 617 58 96
Room TAT 33 73
5 Room T25A 27 80
6 Room T25B 29 80

Overall 384 (1008 of 2640) B5% (279 of 330)
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ki, DI Agsigned Conference a
1) 2) Room 51T
1; 2; Room 607 2;3% CRAMS 14sts Rm. 617 w/60T
1) 2)  Room 617 ' 300 |
Sub totd 1000
Room TOT 150 PH Partition
Foom TOT 150 Storage and Corridor
Room T16 170 Office
2) Room T1T 285
1) Room 725 200 Empty
2; Room T25A 140
2 Reom T25B 1iko
Sub total 1235 (CRAMS Lista }235 sq. ft. for

reom T25)

Assigned Space 2235
1} CRAMS Listings dated 5 March 1970
2) 8ix locations currently used as Scheduled Conference/Briefing Room.

5. It is recognized that a 100% utilizetion of all conference rooms
is not possible. A comparison of "Hours Used” versus "Hours Not Used"
over the sample study period shows thet improved echeduling could satisfy
the conference load with fewer conference rooms, For exsmple, as shown
below, the 248 hours of Conference Time in rooms T25A and T25B could have
been easily spread throughout the other four conference rooms and etill
leave 752 available confevence hours as unused time, Spece is sufficiently
8%t a premium that this special effort is warranted, even though an officer
would prefer to have a conference room which he could use loceted next to
his office or at lesst on the same floor.

Hours Used Hours Not Used Hours Avallsble

1} Room 607 172 268
2) Room 51T 189 2g1
3} FRoom 617 253 185
4} Room T1T 1 206
5} Room T254 120 320
6) Room T25B 128 312
Totals 1008 {35%) 1632 (62%) 2640 (100%)
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6. Purther spsce analysis revesels that of the total of 2235
#q. £t. of conference space reported in CRAMS as assigned 1o ORD/ DDS&T
only 1565 sq. £%. is currently used as conference space. The balsnce of
670 sq. Tt. is being used for storage, reproduction, walk-through, emptys
ate. Re-evaluation of the fallowing locations is asdvisable:

Room TOT 00 sq. £L.
Room T16 170 s8g. £t
Boom T25 200 sq. ft.
Room T2hA 140 8g. f%.
Room T25B 140 sq. .

Total 950 8q. 6.
Poseible Conference/Briefing Space Reductisn

(1) 9% _
s bog . {Maxissm)

{2) B0 ., . e
}"&3‘5 219  (Minisum) (Buite T25)

7. Recorded information, asserbling and annlysic of data, and
conclusions reflect the possidbility for space savings. This study 1s
mainly baged upon an analyeis of ORD records of conference room use., A
thorough space mansgement effort covering Agency conference space would
eall for & personal examination of ORD requirements for conference/
briefing type spsce including the functions supported by such facilities.
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SECRET

ORD/TDS& CONFERENCE ROOM UTTLIZATION - AMES CERTER BUILDING

Ofc Persogmel ORD/ DpBige
gﬁ Foom Ho. €02 €1 61 nI
21 Workdays = 168 hrs)
g Hours Used 15.2 .58 80.67 .92 56.75
9;2 M-h 1‘851 3-5 ]%2‘8
Days Used 7 20 20 _ ;
$ 333 95.3 95.3 200.0 L.k
Feb. Workdsys = 152 hrs
(9 Hours lﬁaa ) 11.0 58.5 64,5 9%8.17  50.0
% 1.25 38.5 - 64, 32.9
Days Used 9 17 12} 17 13
47.3 8.5  100.0 8.5  68.5
. {15 Work = 120 hrs)
e (35 dag:um Yoed 16.0 38.75 54,29 66. 37.0
13-3 324 3?.8 gg %8
od 10 1
Peye U hg.'( 66.7 100.0 100.0 80.0
Total workéays = W40 hrs
(55 mk&&m Used ‘ L2, 17183  180.h2  2%5.59 14375

.‘5‘{ 29..6 k3.0 58.0 ﬁ.ﬁ
8

9
¥ T 5 53
PR < 855 8.2 ek TAT

’ %

TOTAL
ORD/ DDSNT

32‘75 38#0 m«-67
1{.5 22.6 37.0
1 13 103
66.7 61.9 8.8
;:‘.09 ST«O ml’(
32.9 .5 bl
16 15 97
gh.2 T9.0 85,0
37.25  33.0 256,75
3.0 271.5 35.7
1k 13 T
93.3  86.7 87.8
126.0 - 128.0 M07.99
2?‘3 wol 3 .2
bk 41 eg
80.0 80.0 3

Bote: Period of Study
1 Jem-20 Maxr 1970

% = Wilization Rate of Houre Used or Days Used
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